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SOME PRIRCIFAL RECORDS MANAGERMEET ACTIVITISS FOR NOVEMBER 1963
IITLE OF ASSIGHMENT ASBIONED TO STATUS AND RESULTS
25X1 X. vVital Records I:l 1. Discussed development of Vitel Records Deposit Schedule

for IDBKT with their EBxecutive Officer snd the Chief,
Adzinistrative Staf?f. .

2. Approved revised vital Records Deposit Scheduls for
Flscal Division.,

3. Approved Vital Records Deposit Schedule for
DoDe/Top

»

b, Fresented Vital Reeords Workshop at G8A Records
Managenent Serdnar given to Federal Records Officiales.

25X1 II. Records Digposition 1. Bmnegotiated s Firmsr disposition instruction for
& new schedule iten and secured to 10 year retertion
period instead of indefinite.

2. Advised OFR of peed to revise schedile becakse of

organizationa). changes. 25X1
3. After discussion with DDP and Hotionel Archives 25X1

representatives, deteruioed that

[ " |sbould be retained permenently.

k. Developed policy pmper relative to the future
accessioning of records at Center; paper spproved by  25X1
and to Chlef, Archives and Records
Center . 25X1

5. Approved a gohedule for disposition of certain
supplerental intelligence meterisls as yroposed by CHR.

6. Approved ar addition to the Office of Security Records
Control Schedule .

‘ T+ Approved revigion of entire Records Control Schedule
for MPD/OP.
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25X1 II. Records Disposition 8. Prepered docurentetion for transfer of certain ORR
(continued ) records to DDI/CG8 and OCR.

9. Revised an item for FI/DDP to permit transfer to
Records Conter.

1. Assisted Office of Cosputer Services in retirenent
of recowds.

2. Assivted I3's office in disposition of reccrds.
3» Revised Records Control Scheduls fur Records

Muainistreation Btaff. 25X1
I1I. Records Mansgement 1. BRecovds Coutrol Schednles finallzed with Messrs Blake
Survey (DDSal) spd[  |end are being typed to Smform to new 25X
organization changes.
Iv. Correspondance 1. Dlecussed proposed handdook with OIR,
Handbook who is interested in nowing will be
avallable for use in clericsl training.
¥, Hall Mawmgement 1. Suspended terporarily because of other pricrities.
Beaxdibook
vi. Burvey of Forzs i. Cospletsd findings in Registyar'sQifice and Clinles)
& Related Proeedures, Division.
Hedical Staff
ViI. Filing Bguipment & 1. Approved purchase of 3 iteas of special filing equipsent
Boprlies for HPIC.

2. Asgisted FIO in cbtaining 10 soctions of shelfl files
from exeess property, saving $650.00.

3. Reviewd requent for secure ares in DOSKT and

determined that this is a securiiy rether than records
avageEsknt problen.

g '
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25X1 YII. Piling Equipmsnt & k. Assisted TSD/DDP in obtaining fron excess property

mﬁ:a a saiteble filing ewipmnt for | ] ag;ﬂ

S« Aspinted the Gallmction Guidance Steff to get special
MVlngquMﬂmarmrerembm}um
uge as & roow divider.

VIII. Operstion of Archives 1. Hesdquarters Offices transferred 1461 cu. ft. of ine
& Records Center active records to the Conter; the equivalent of 183
b - drewer safes with a replacerent walue of $32,350.

2. Elimimsted 943 ca. £t. of records by destruction or
transfer; there wms 8 net gain of 535 cu. f4. in records
holdinga.

3+ The average net growth of records per month this fiscal
year is 220 cu. ft.; this is & reduction of 569 fron
the sane period in 1963 and 7% in 1962,

k. Reference service requests fro: headquariers offlices
azounted to 8220. In addition, five special searches
were :ade and furnished to Agency offices on an
expedite basis, 25X1

5. The Seeurity Officer,[ |and the Logistics Records
Managenent Officer sasimted the Records Center in locating
& docunent urgently needed by the DDS.

6. An inventory of microfilm now in tie Center shows ve
have Sh0Sk reels; equivalent hmrd copy would smount to
over 95,000 cuble feet,

In saking the inventory we discoversd that nitrate fiia
had been included in 8 box and 1% coapletely destroyed
all the records. The office concerned has been
notifisd and csutiomed gboul the dengers of nitrate
(non~mafety) film.
’3‘
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Forme lsosgement 1.

2.

3.

b

5.

homy
H

Desigzoed 13 new forme and revieed 6 existing forme.

Designed & new form for ORL/DDSKT, "Inforsation Report.
This forn in now canpateble with the standardized
vargion for all USIB Agencies. It will peovide a
inforuvmilon. .

Deaigred a Informaticn Work Report Bheet for
AND/C3Z./DDSRT

Designed o § part set,”HEFC Anslysia, Identificstion
and Diecussion” for Ain/m,/m 25X1

Designed 2 pew forms for Office of Security to be
used 1o cases involving cospréaisss of Agency Finlshed
and Raw Intelligence Reports.

T

8.

'

Designed a form for Office of Securlty to be used

by sgents checking the T axd Baturslisetion
Service «-Dmsigretion and Baturalisaticn Service File
Review Form,

Disapproved the advance coples of Form 1T7h2, "Case
Ansignment. As 8 result the mmufacturer was re-

quested to replace the entire order valued at $2600.
Approved the sample and proofs on 10 forus previously
danlgred.

Desigoed & new fora for Office of Computer Pervices to

be used on RCA Computers, 301 snd 501.

coumgleted b pew aud b revised forms. ILLEGIB

At the yequest of (hief, Contacts Division,

“provides

Por eoncurrences of Generel Counsel, Technical Representative
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25X1 IX. Forus lace,moent | |
(continued)

25X1 X. Piling Systens

il. seellaneo:y

Distribution:
Orig - DDS s
25X1 1 - RAO Persommel %o Teview i \
1 - RAO Files (RecMgt 1-4-3)

25X1

Chlef, Records Adainistration Stafy

_ Pags 18 ffer%;lgg For Release 20(

3

k.

5.

6.

1.

1.

2.

k.

1
“

Revised for Office of Persounsl Forn 600, "Recontendation
for Hooor or Merit Awerd.”

Ww&um forn ie used in

Revised form 1073, "Project Production Record” for
Publications Staff/CRR.

Designed Forn 21héa, “EL Bwaluation Fora for ©o8/DDI.
This form is used by CIA and Military Service to
evaluste Blint reports published by KSA. The infor-
mation ves requested by BIGINT COMMITYRE mnd UBIB.

T™he form will feed collected inforzmtion to computers.

25X1

Analysed s filing problem in Building Security Branch,
Cffice of Becurity. Mound that perscn in charge had oot
used preguribed procedures in Agency File Handbook. 25X1
Instructed ner in systen and supervised f£iling of
sccumulation of records since August. Provided appropriste
£iling labels for 1964 records. 25X1

[ "lof Records Center and attended
& 5 day Sewinar et the Mationel Archlves on the Storsge
and Retrieval of legal Information. A representative
Tfrom the Office of Gepersl Counsel also ettended,

Mot with representetives of Office of Comptroller and
Office of Security to discuss poesibilities of instituting
& Feports ranagesent Survey. 25X1

At the request of Bxec:tive Officer, Contact
Division, ) of operating

procedures in Index Branch. 25X1

[ clerk-Typint, G8-3 at close of
business on 22 Hov, a.n&| I Clerk-Typist, G8-3
entered on duby, 25 Bov.
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| uNcLASSIFIED [x [ CONFIDENYIAL | | sEcreT

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO

NAME AND ADDRESS

DATE INITIALS

Exec. Asst. to the DD/B

ACTION

DIRECT REPLY

PREPARE REPLY

APPROVAL

DISPATCH

RECOMMENDATION

COMMENT

FILE

RETURN

CONCURRENCE x| INFORMATION

SIGNATURE

Remarks:

Here 1s a report on some of our

prineipal records management activities
for the month of Novermber.
preciate your reaction on the value of

such reports to you and the DD/S.

I will ap-

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO.

DATE

FORMAD)

2-63
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e pre §

Staff 12/18/63.

CONFIDENTIAL SECRET™

70- 00090002-4

U.S. GOVERNMENT PRINTING OFFICE : 1961 O—S5B7282



